
STATE OF MAINE VENDOR SELF SERVICE 

 ACCOUNT MAINTENANCE 

 

When you log into the site with your userid & password the page will open up to Account 

Summary.  From the tabs shown you can see where you can change your addresses; contacts, 

passwords and add commodity codes to your profile. 

Keeping your e-mail address and commodity codes updated in your profile will assure that you 

will receive e-mail notifications from the system when RFQs (bids) that you would be interested 

inare posted. 

 

Adding Commodity Codes:  in the sample below you will see that I already have commodities in 

my profile but I want to add more so I would click on the Add Items button. 

 



 

If you do not know the commodity code of the item you want to add, choose the Commodity 

Description to look for the item by name.  Best way to do this is to use the * wildcard on both 

sides of the word.  Doing that will bring up all lines that have the word specified in that line.  For 

this example I am going to but in *printer* and then I’m going to click the Browse button. 

 

On 10 lines will show up at a time so you can check what you want and click on next to bring up 

the next selection.  Once you have selected all the items you want click the Ok button. 



 

Click the “View Pending Additions” button to display your pending changes. 

 

 



 

 

I had several other changes that I had made in addition to adding items.  Once you see all the 

changes you asked for click on the Back button to return to the page.  An hourly batch job will 

run to send the changes over to the State side which will then be automatically approved and 

another hourly batch job will run to update your profile. 

Addresses – If you want to edit an existing address you would click the View/Update link on the 

address line you want to edit. 

 

 

  



Make your change and click on the Save button 

 

Notice the Pending Changes column with the addresses that had been edited.  These also 

require the necessary batch jobs to be run. 

 

 

  



Users – You can edit/add/or delete users by clicking on the Users Tab.  Again, to edit a user you 

must click on the View/Modify link to edit the user.  If you want to add a user just click on the 

Add button but make sure you click on save.  All changes require the batch jobs to be run 

before you see the changes in your account profile. 

 

 For Account Maintenance help or password resets, please call the State of Maine 

IT help desk at (207) 624-7889 or email VSS.helpdesk@maine.gov. 
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